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I SECRET

2h August 1970

MEMORANDUM FOR: Chief, Support Bervices Starf

SUBJECT ¢t Response to DDB Request for R&D Propowals

1. Az requested I huve received Ifrom my starff many propoBals
related 4o future Resesrch and Developrment in the field of reconls,
The detzils as recelived zre in the sttoched eleven peges and they
have been sumzarized below for y-ur cunvenlence:

4
suggeats: 25X1
&, In depth studies tuward greater ~ompsction of reco-ds
in storage, but the new techniques rust avoid jeopardizing related
uperating procedures. .
b. Resgesrch to identiry poaitions essential %o conbtinued
Agency operaticns to insure the timely training of replacement
persgcnnel,
¢, The need for mure uffice space demands s review of
new security technclogy t. permit greater use of chelf filing
instead of safes tc galn spuce and cut equipnent coste.
d. Two inventicons ir shelf filing save floor spsce --
Movable shelving now uses Tormerly wasted aisle space and
& “"Cherry Picking” wmeschire in narrow aisleg reached hign
shelves to select boxes f iles -~ Research to combine the
principles of both inventione could save additional space.,
recowmends 25X1
2, The files - the Suggestiun Avards C mxittee by reiewed
by @ knowledgable R&D individusl f.r ideas,
b. The sutomation of the Records Control Schedules amd
apmual inventories need siudy.
¢. The use of Videc-files should he considesred.
sugzests: _ 25X1

a, Develupnent «f & mierofiiming device thet can up-d&-te
previous films,
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b. Grester use f Corputer Output Vierofile (COM)
Tor large computer rund fur the Offices -f Pers.uanel,
L gistlee and Finance.

c. Agency Reportsg ond Regulstiong should be microfilsed
for distribution,

d. Buppurt should be vrovided to complete the SIPB plan.

¢ Cumponent Records lunsgevient Officers sh.uld be
tralned snd given epecilied iobs Lo irpeive the Asency Reco-ds
Systens.

£f. Obtsain new, young, Records Officers to replace refiring
Officers.,

. & Provide "etuagin. sreas” in office building bosemerne
te store records swoved b f ffices but not gent to the
Recr.rds Center.

| sugpests:

s, An cverall effort to develep o new mediwn for infon-
stion in order to discontisue using paper records:

25X

2) Improve micscfilm outpubt resders,

(3) Extend Corputer input/-uatput capsbility.

(hg Btudy Vider/tape file replay devicea. !
{3) Todey's megnetic topes ~nd mileroforme 4o not |

provide encugh deta corpacticon. Buperfiche :nd laser roaas
cenories must be expanded and exploibed,

§1§ Inprove miceofile input devices for the user.

25X

propuges:

a. SBtudyingfundaswent:} vrir-iples > Records Managenpert
firsl then determininz and esteblishir: s bssic prosram ther
developing systems and technslezical syplicetion,

b. He refers tu nire nencs frow June 1967 4 June 127C
in which he sugrested dowress of busic pr orsc improvements,

; Orgenize Progrew on P licy -f Decentralizaticn.
Create Rec.rds Minacerent Coruittee.

; Change sctivities of Archives and Records Cether,
+}  Establish [uli-tine, cureer Records Officers,

5) Trsin Reccsds Pere nnet.

} Formalice Rccovds P srew with Reguintory Issuances
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(2b)
Inventory.
(235)
Center,

Izgue o O rrespundence Handboox,

Review eristing Records Reguleticrns.

E:tabliah Recorde Mansperent Panel .

Develop Retention Plaie for permerment recorfs.

Have Directorstes -eview recorde in Records Oenter.
Huve Comporents review Rerords Control Schedules.
C.nduct ¢ FPecords Dlepegition Mori shop.

Conduct =amual Prowrsy review not o cleanup sampaisn,
Inventory equipment snd files by Schedule iteus.
Bstobiish Task Firoe to develep miorafilming oriteris,
Brphasize Archivel Prosras not Bigoosition. ,
Enlsrye Records Center responeibility for Ar-hive.
Retain = erabract to establish Avchidves.
Es$:biish NMeports Hanssenent Program,

Use autumated docwsent control systern.

¥ierolilm DDSRT cables.

Estebilsh rizrefiche procedure wit: ContracBors.
Automute slatisticsl results ~Ff Annusl Reeopis

Uge cpticul scanner %o index records in Reco ds

¢, The uttoched merc CERIEL | phace Five fnnovetions
he introduced in the Directorstgs:

(1)

g
()
(5)

Include Organlzation Chasts und "Orfices of
Record"” in Records Control Schedules.

Estzblish Genersl Records Control Schedules
Include Fecersl Disposal suthority in Schedulies.
Develop Reguletory Iesusnces on Programs
Prepsre Records Monsgement Memusl for OSP.

d. He concludes thet the furepoing sre not "superficisl”

tut basgic to =

scund Recorde Program, He feels ":utside” cin-

sultants sre not needed fur thie job, Mroertise evigstg in Lhe

Agency,

2. Although there weas considersble toin smong the ~ther mekmbers
of my staff they declined subritting their ideas on rener,

Chief, Rec rds Adrdnistration Branch

DDS/SSS/RAB[ |24 Aug 1940

Attachments:
As stated

-
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2h swsust L

25X1
I sugxest neving govecne reslew Lie Sugzestlon Awords Files
for pew znd fantagtieo iderss.
We have dlscusced using Videu-tzpe-files in the pist aud
1% ghewmld be congldered Duoiher.
What sbout sur effrri Lo aubomete (he Inventuories ond
Bohednles?
T se not certain 17 thess sre bthe type idesas wanted for this
pleat. i
|
25X1
|
|
DDS/SSS/RAB 24 August 1970 25X1

Distribution:
Crig. - Addressece
1 - RAB
1 - Chrono
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